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Agency 
City of Frederick - Department of Public Works 

Division/Unit 
Water and sewer 

Item No Description Retention 

2 

3 

General records for all DPW departments - first three pages 

Bids and submittals 

Budget information 

Calendars 

Capital improvement project 

5 

6 

Check requests/requisitions 

Complaints (except for Water/Sewer - Lights) - see page 4 

Contract/agreements 

Correspondence Equipment/Materials 

Job Descriptions 

Retain for 3 years after bid is 
granted, then destroy. 

Retain for 3 years then destroy. 

Retain for 3 years, then destroy. 

Retain until project is complete, 
plus 3 years and until all audit 
requirements have been met, 
then destroy. 

Retain for 1 year, then destroy. 

Retain until complaint is 
resolved, plus 3 years, then 
destroy. 

Retain for contract/agreement 
life, plus 4 years, then destroy. 

Retain life of ownership of 
equipment, plus 4 years if 
contract or agreement is 
contained in file, then destroy. 

Retain until updated or 
superceded, then destroy. 

Approved by Department, Agency or Division Representative 

Signature - r ^ ^ y p S p g y . . 

Type Name Eva Simpson 

Title Q(FU Ct{L^< ^rtfa* [k^jt 

Schedule Authorized by State Archivist 
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Item No Description Retention 

10 Job Interviews Retain for 1 year not hired for 
jobs of a permanent nature, then 
destroy. Retain for 90 days for a 
job of a temporary nature, then 
destroy. Retain for 2 years for a 
job involving Federal contracts, 
then destroy. 

11 Job Reports (for billing) Retain for 2 years, then destroy. 

12 Manuals including Procedures, Accruals, Personnel Policies 
and Procedures, Operations, Safety 

Retain until updated or 
superseded, then destroy. 

13 Minutes 

» 

Original committee minutes -
screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. Retain copies 
for five years, then destroy. 

14 MSDS Retain for 40 years after 
discontinued use of the specific ' 
chemical, then destroy. 

15 Payroll Retain for 3 years, then destroy. 

16 Personnel Transfer originals to Department 
Administrative Support until 
employee terminates, then 
transfer file immediately to 
Department Administrative 
Support who will forward to the 
Human Resources Department. 
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Item No Description Retention 

17 Projects Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

18 Purchase orders Retain for 1 year, then destroy. 

19 Reference manuals Retain until updated or 
superseded, then destroy. 

20 Special events 

* 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

21 Telephone use report Retain for 1 year, then destroy. 

22 Timesheets Retain for 3 years, then destroy 

23 Vehicle information Retain life of ownership of 
vehicle, then destroy. 
Transferred vehicle - transfer 
file to new department. 

24 Work orders (except for Water & Sewer) - see page 4 Retain until work is completed, 
plus 1 year, then destroy. 
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Item No Description Retention 

25 Meeting Minutes, copies Retain 15 years, then destroy 

26 Correspondence, External Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

27 Correspondence, Internal and Memos 

• 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

28 Complaint Forms Retain 30 years after initial 
complaint is resolved, then 
destroy. 

29 Work orders Retain 30 years after work has 
been completed, then destroy 

30 Vehicles/Equipment Retain lifetime of vehicle or 
equipment, then destroy 

31 Risk Management, copies Retain until updated or 
superseded, then destroy 
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Item 
No. 

Description Retention 

32 Construction and As-Built Drawings Retain construction drawings 
until updated or superseded, 
then destroy. Retain as-builts 
permanently. Transfer 
periodically to the Maryland 
State Archives. 

33 Inflow and infiltration study files Retain for 5 years and until all 
audit requirements have been 
met, then destroy 

34 Stormwater management program Retain public awareness and 
description of stormwater 
management program records 
for 3 years, then destroy. Retain 
sewage sludge use and disposal 
activities for at least 5 years, 
then destroy. Retain monitoring 
informative including 
calibration, maintenance, 
original stripchart recordings, 
copies of all reports required by 
permit, and records of all data 
used to complete the permit 
application for at least 3 years 
from the data of the sample 
measurement, report or 
application, then destroy. Retain 
results of inspection, compliance 
certification and incident records 
of non-compliance for 3 years, 
hen destroy. Retain facility 
ownership and rehabilitation 
records for life of facility, then 
destroy 

35 Salary study Retain until updated or 
superseded, then destroy. 
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Item 
No. 

Description Retention 

36 Misc sewer department related files Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

37 Road crossing permits Retain 1 year, then destroy. 

38 Carroll Creek Pumping Station operations manual Retain until updated or 
superseded, then destroy 

39 Water valve records (tie-ins) - historical 

t 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

40 Carroll Creek Linear Control Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

41 Department reports - monthly/yearly reports from water 
treatment and wastewater treatment 

Retain for 3 years and until all 
audit requirements have been 
met, then destroy. 
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Item 
No. 

Description Retention 

42 Miss Utility Requests Retain 1 year, then destroy. 

43 Permits and agreements Retain short-term 
permits/agreements until 
updated or superseded, then 
destroy. Retain long-term 
permits/agreements for 4 years 
after termination, then destroy. 

44 Wastewater treatment plant projects Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

45 
• 

Water & Sewer system history - completed complaint forms 
and work orders received by the Sewer Department, records of 
past problems and work performed, on both private and city-
owned properties and facilities, used for reference and historical 
purposes 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

46 Pump station files Retain for 3 years and until all 
audit requirements have been 
met, then destroy. 

47 Water & Sewer permits - copies Retain copies as needed. 
Retain originals permanently. 
Transfer periodically to 
Maryland State Archives. 
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Item 
No. 

Description Retention 

48 Department and Division projects Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

49 Reference files Retain until updated or 
superseded, then destroy 

50 Equipment and materials Retain for life of 
equipment/materials, plus 4 
years, then destroy. 

51 
Water meter unit: 
Water meter installation and replacement - water meter 
installation and replacement sheets showing address, meter 
numbers, date, type of meter and other meter information 

Retain for life of equipment 
plus 2 years, then destroy. 

52 Water meter readings and exceptions and comments Retain 3 years after issue is 
resolved, then destroy. 

53 Meter reading exception listings from ATE 

Waste water treatment: 

Retain 1 year, then destroy. 

54 State/Federal Correspondence - permits, violations, inspections, 
audits 

Retain 5 years and until all 
audit requirements have been 
met, then destroy 

55 Golf Course files - permits, testing results, irrigation information Retain 5 years and until all 
audit requirements have been 
met, then destroy 
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Item 
No. 

Description Retention 

56 Frederick County - water and sewer shared projects Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

57 Projects - biological nutrient removal, Imax, pump station, EQ 
basin, lightning strikes 

* 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

58 Daily operating reports and records Retain 5 years and until all 
audit requirements have been 
met, then destroy 

59 Sludge Records Retain 5 years and until all 
audit requirements have been 
met, then destroy 

60 Plant contract Retain for contract life plus 4 
years, then destroy. 

61 Weekly PM records Retain 5 years, then destroy 
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Item 
No. 

Description Retention 

62 Safety - risk management, confined space program, training, 
personal protective equipment, Hazcom, controlled hazardous 
energy 

Treatment Plants: 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

63 Bi-Annual Industrial Compliance Reports Retain 5 years and until all 
audit requirements have been 
met, then destroy 

64 Quarterly Industrial Compliance Records Retain 5 years and until all 
audit requirements have been 
met, then destroy 

65 Annual Reports and Records Retain 5 years and until all 
audit requirements have been 
met, then destroy 

66 Projects - wildlife management, filter media, electrical, 
discharge, copper sulfate, adding to plant, data acquisition 

Minor projects - Retain 20 
years after close of project, then 
destroy; major projects - Retain 
permanently, send periodically 
to Maryland State Archives 

67 Events - droughts, floods Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 
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Item 
No. 

Description Retention 

68 Meeting minutes Retain 3 years, then destroy 

69 Inflow and Infiltration Records Send appropriate copies 
including to DPW Water & 
Sewer Administration Support, 
retain 1 year on-site, then 
destroy 

70 Standard Operational Procedures Retain until updated or 
superseded, then destroy 

71 Maintenance files Retain life of equipment, then 
destroy 

72 Monocacy files Retain life of equipment, then 
destroy 

73 Budgeting files Retain 3 years, then destroy 

74 Lingenore files Retain for life of equipment, 
then destroy 

75 Safety files Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

76 Mountain files Retain for life of equipment, 
then destroy. 

77 Operational Records - Water Quality Retain 5 years and until all 
audit requirements have been 
met, then destroy 

78 Personnel files Retain until terminated then 
forward to Administrative 
Support 
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No. 

Description Retention 

Water Quality: 

79 Administrative - Standard Testing Procedures and Safety Retain until updated or 
superseded, then destroy 

80 Administrative - Reference files Retain until updated or 
superseded, then destroy 

81 Monthly operational plant records - WWTP Retain 5 years and until all 
audit requirements have been 
met, then destroy 

82 Administrative - lab equipment records and logs Retain for life of equipment, 
then destroy 

83 Drinking water program certification records Retain 5 years and until all 
audit requirements have been 
met, then destroy 

84 WWTP - Discharge monitoring reports and DMRQA Retain 5 years and until all 
audit requirements have been 
met, then destroy 

85 Analysis records - WWTP Lab Retain 5 years and until all 
audit requirements have been 
met, then destroy 

86 Drinking water compliance testing/special testing Retain 5 years and until all 
audit requirements have been 
met, then destroy 























• Screen annually. Destroy material having not 
' further fiscal, legal or operational value. Retain 

permanently any material that serves to 
'. document the origin, development and 

accomplishments of the department. Transfer 
periodically to the MD State Archives 











Screen annually. Destroy material having n o / 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 







Screen annually. Destroy material having nqf 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
n 0 n ^ ; ™ i i u tn thp M T ) State Archives 



Screen annually. Destroy material having not 
_ further fiscal, legal or operational value. Retain 

permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 

' periodically to the MD State Archives 









Screen annually. Destroy material having not 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Screen annually. Destroy material having not 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 

. accomplishments of the department. Transfer 
i neriodicallv to tiie MD State Archives 







Screen annually. Destroy material having nc/L 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 













. Screen annually. Destroy material having noV, 
further fiscal, legal or operational value. Retain 

'• permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



T Screen annually. Destroy material having noC_ 
further fiscal, legal or operational value. Retain 

" permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD Stale Archives 











Screen annually. Destroy material having not. 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 











. Screen annually. Destroy material having n o t 
further fiscal, legal or operational value. Retain 

' permanently any material that serves to 
^ document the origin, development and 
' accomplishments of the department. Transfer 

periodically to the MD State Archives 

















e o " c—4-»ri p independent I 
c Screen annually. Destroy material having not 
; further fiscal, legal or operational value. Retain 
' permanently any material that serves to 
' document the origin, development and 

accomplishments of the department. Transfer 
. periodically to the MD State Archives 
























